
CHAPTER 2

SHIP’S STORE FILES

There are several files that must be maintained
in the ship’s store operation. Your manual ship’s
store files are used to hold important documents
and provide a record of each ship’s store
transaction. Your resale operations management
(ROM) files are used to provide a record of the
transactions entered in the ROM system database.
Without these files the ship’s store officer would
be unable to keep track of important documents
and transactions and would encounter problems
when preparing the financial returns.

As a Ship’s Serviceman second class you may
be required to maintain the ship’s store files. To
maintain these files properly, you will need to
know what is contained in each file and how to
use them and keep them up to date. In this chapter
we will discuss the ship’s store files (including the
ROM files).

ROM FILES

All information entered into the ROM system
by the user is contained in data files. Each file
contains one or more records. Each record
contains several fields that are equivalent to the
blocks of information shown on manual forms
in the file cabinet. The information in these files
is added, deleted, or modified by the ROM system
based on the information entered by the ROM
user. For instance, the ROM cash contribution
file lists all cash contributions posted to the ROM
during the current accounting period. This file will
be changed by the ROM automatically as cash
contribution information or data is entered in the
ROM system data base.

SSA FILES

Files SSA-1 through SSA-24 will be established
and maintained in the ship’s store office. The
ROM system generates many of the forms used
in the ship’s store operation. The ROM form is

as valid as the NAVSUP form and the format of
both is the same. The following forms are
generated by the ROM system:

Ship’s Store Afloat Financial Control
Record, NAVSUP Form 235

Vending Machine Control  Record,
NAVSUP Form 236

Ship’s Store Inventory Count Sheet,
NAVSUP Form 238

Stock Record, NAVSUP Form 464

Intra-Store Transfer Data, NAVSUP
Form 973

Journal of Receipts, NAVSUP Form 977

Journal of Expenditures, NAVSUP Form
978

Number Control, NAVSUP Form 980

Retail Price Change, NAVSUP Form 983

Tax-Free Cigarette Inventory, NAVSUP
Form 1234

Ship’s Store Balance Sheet and Profit and
Loss Statement, NAVCOMPT Form 153

Inventory control record

Outstanding requisition/purchase order
control record

The ROM system does not produce all
forms used to document transactions. Because of
this, documents placed in the SSA files may
either be the standard NAVSUP form or the
ROM-generated form. For complete procedures
on document distribution, you should refer to
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appendix C of the Ships Store Afloat, NAVSUP
P-487.

FILE SSA-1

File SSA-1 is the financial control file. It
contains the Ship’s Store Afloat Financial Control
Record, NAVSUP Form 235. The primary
purpose of the NAVSUP Form 235 is to
determine accurately whether a ship’s store
activity is operating within the prescribed
monetary limits. The NAVSUP Form 235 must
be balanced and closed out at the end of each
accounting period and at any other time when
directed by the commanding officer.

Preparing the NAVSUP Form 235

In manual recordskeeping, the Ship’s Store
Afloat Financial Control Record is prepared at
the start of the accounting period. A separate
column must be kept on the NAVSUP Form 235
for each activity operated aboard ship including
the following:

 Each retail store.

 Each different category of vending
machine operated by each different person. When
there are two or more vending machine operators,
separate columns will be kept for machines
operated by each person. This will include

canned-drink vending machines, cup-type vending
machines, and other than drink vending machines.

 Each snack bar operated with columns for
snack bar retail items and snack bar manufactured
items.

 Each standard Navy clothing store.

The financial control record must be maintained
in file SSA-1 during the accounting period and
filed in the retained returns at the end of the
accounting period.

The Ship’s Store Afloat Financial Control
Record is also maintained in the ROM files. The
ROM-generated NAVSUP Form 235 is similar to
the manual NAVSUP Form 235 and provides a
financial report as required by the NAVSUP
P-487. The ROM system maintains a separate
NAVSUP Form 235 for each store. ROM users
may print the ROM-generated NAVSUP Form
235 via the resale operations reports function. The
resale operations reports menu (fig. 2-1) is
accessed from the ROM master menu if selection
11 is made. The ROM will print a copy of the
NAVSUP Form 235 once you enter selection 4
from the resale operations reports menu and
depress the return/enter key.

Using the NAVSUP Form 235

The NAVSUP Form 235 is shown in figure 2-2.
In manual recordskeeping the first entry you make

Figure 2-1.—The resale operation reports menu.
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on the NAVSUP Form 235 is the retail value of
the beginning inventory for each applicable retail
activity. The ROM system will automatically post
the retail value of the beginning inventory for each
ship’s store activity. All entries made on the
NAVSUP Form 235 must be made at retail price,
except when you make entries to the following
columns:

Cup-type vending machine

Snack bar manufactured items

Cost of operation

Standard Navy clothing

In these columns, you should enter the cost price.
Entries for standard Navy clothing stock must be
made at the standard price.

The basic entries made on the NAVSUP Form
235 must include all receipts and expenditures of
materials involving a particular ship’s store
activity. You make entries by simply entering the
date, description of the transaction, and the
document control number, and posting the total
value of the document to the applicable Receipts
or Expenditures column of the ship’s store activity
affected. A receipt is an increase in the account-
ability of a particular ship’s store activity, while
an expenditure is a decrease in the accountability
of a ship’s store activity. The important thing
to remember is not to confuse receipts with
expenditures causing you to make the entry to the
wrong column.

When you use the ROM system, transactions
are entered automatically as they occur to the
NAVSUP Form 235. ROM users must enter in
the ship’s constants file the appropriate store
numbers and whether the ship’s store operation
is a combined or separate responsibility so the
ROM will post transactions properly.

Using the NAVSUP Form 235 in
Combined Responsibility

When the sales outlet is under combined
responsibility, one column must be maintained on
the NAVSUP Form 235 for each sales outlet and
the bulk storeroom that supplies that outlet. A
separate column must be maintained for each sales
outlet not under combined responsibility.

In manual recordskeeping, entries made on the
NAVSUP Form 235 (fig. 2-3) are basically made

the same in combined responsibility as they are
in separate responsibility except for the following:

 Cost unit and retail unit prices must be
entered and extended on receipt documents for
all retail items and the total retail money value
must be entered on the NAVSUP Form 235 under
retail store #1 heading in the Receipts column.

 Cost items, except cup-type vending
machine items, must be extended at cost price,
and the total money value before discount must
be entered in a column of the NAVSUP Form 235
under an added caption, Other Cost Material, in
the Receipts column.

 Cost of operation issues made to the
service activities are documented on an Intra-Store
Transfer Data, NAVSUP Form 973. The total
cost value of the NAVSUP Form 973 must be
entered in two columns. It will be entered in the
Expenditures column under the Other Cost
Material heading and also posted to the Cost of
Operations column.

 Vending machine receipts are entered
under the heading Vending Machines on the
NAVSUP Form 235.

The NAVSUP Form 235 is also used in
combined responsibility for measuring overages
and shortages. The only difference being the
shortage or overage in combined responsibility
includes both the sales outlet and the bulk
storeroom that supplies it. The ROM system posts
difference information automatically to the
NAVSUP Form 235.

FILE SSA-2

File SSA-2 is the number control and breakout
file. It contains the NAVSUP Form 980 in
manual records. It also contains the triplicate copy
of each NAVSUP Form 973. For ROM records,
it contains the ROM NAVSUP Form 980 and the
triplicate copy of the original NAVSUP Form 973
that is used to request items and a copy of the
final NAVSUP Form 973.

NAVSUP Form 980

In manual records, the Number Control,
NAVSUP Form 980, is used to assign control
numbers to each Intra-Store Transfer Data,
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NAVSUP Form 973 (fig. 2-4). It also provides
control numbers for retail markdowns or
markons, markdowns below cost, markdowns to
zero, purchase variances, price adjustments to
standard Navy clothing, and receipts received
directly into the sales outlet or service activity. A
new series of numbers is started each accounting
period beginning with number 1. As each number
is assigned, it is entered in the proper column of
the number control and the entry is dated and
initialed by the person making the entry.

In ROM records, the ROM system auto-
matically assigns the next available number from
the NAVSUP Form 980 for those transactions
that apply. When you use the ROM system, the
manual Number Control, NAVSUP Form 980,
is not required. The ROM-generated NAVSUP
Form 980 may be printed by the ROM system via
the resale operations reports function. The

ROM-generated NAVSUP Form 980 will list
the control numbers used during the current
accounting period.

NAVSUP Form 973

The Intra-Store Transfer Data, NAVSUP
Form 973, is prepared in quadruplicate. It is used
to move stock between bulk storerooms, sales
outlets, and service activities. A separate
NAVSUP Form 973 must be used for each sales
outlet or service activity requesting the material
and will not be prepared for money value only.

The NAVSUP Form 973 is shown in figure
2-5. The ROM system will print the form once
you enter the requested items in the ROM system
data base via the intrastore transfer function. The
intrastore transfer function is accessed from the
ROM master menu when selection 7 is made. At

Figure 2-4.—The Number Control, NAVSUP Form 980.
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Figure 2-5.—The lntra-Store Transfer Data, NAVSUP Form 973.

the time of request, a control number is auto-
magically assigned to the NAVSUP Form 973.

After the NAVSUP Form 973 is prepared,
there are certain procedures that you must follow
when using it. First, the document must be
distributed properly. The original and duplicate
copy are given to the bulk storeroom custodian
to issue the stock. The triplicate copy is retained
by the recordskeeper. The quadruplicate copy is
given to the sales outlet or service activity operator
receiving the stock.

On receipt of the original and duplicate copy
of the NAVSUP Form 973, the bulk storeroom
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custodian will break out the stock. The bulk store-
room custodian must record the quantities broken
out on the two documents and sign and forward
the original to the office recordskeeper while
retaining the duplicate copy for his or her records.
The sales outlet or service activity operator will
not have access to the original or the duplicate
copy. Once the stock is received in the sales outlet
or service activity, the operator records the
quantities received on the quadruplicate copy of
the NAVSUP Form 973, acknowledges receipt of
the stock by signing the quadruplicate copy, and
forwards it directly to the recordskeeper.



In manual recordskeeping, once the records-
keeper receives both the original and quadrupli-
cate copies, the quantities broken out and received
will be compared. If there are no differences, the
quantities received will be circled on the original
and entered and circled on the triplicate copy. The
sales outlet or service activity operator will sign
the original and the triplicate copy. The original
will be forwarded to the ship’s store officer for
extensions and compared with the triplicate copy.
It will then be filed in the Accountability File,
SSA-21. The recordskeeper will use the triplicate
copy for posting the records.

If there are no discrepancies between the
original and the quadruplicate copy in ROM
procedures, the quantities received will be circled
on the original and the triplicate copy of the
intrastore transfer request. The original and
triplicate copies are signed by the sales outlet or
service activity operator receiving the stock. The
recordskeeper will then enter the information into
the ROM and generate and print the final
intrastore transfer. The original of the final
intrastore transfer is matched with the original of
the intrastore transfer request. Both documents
are then forwarded to the ship’s store officer and
filed in the Accountability File, SSA-21. The
triplicate copy along with the final intrastore
transfer are filed in the Number Control and
Breakout File, SSA-2. The quadruplicate copy is
returned to the person receiving the stock.

If a discrepancy is noted between what the
bulk storeroom custodian broke out and what the
sales outlet or service activity operator received,
an inventory will be conducted immediately of the
item in the bulk storeroom and the count
compared against the corresponding Stock
Record, NAVSUP Form 464. After reaching an
agreement on the actual quantities broken out,
the bulk storeroom custodian and the sales outlet
or service activity operator will correct and initial
all copies of the NAVSUP Form 973. If an
agreement cannot be reached, the ship’s store
officer will make the final determination based
on all known circumstances and initial the changes
on the NAVSUP Form 973.

When ROM users note a discrepancy between
the quantities broken out and received, the
problem is taken care of in the same manner as

discussed previously in manual procedures. ROM
users will enter changes to the amounts broken
out on the original intrastore transfer request to
the final intrastore transfer. The recordskeeper
will print the final intrastore transfer and compare
it to the original intrastore transfer request to
make sure they match. The documents are then
filed as discussed earlier.

FILE SSA-3

File SSA-3 is the journal of receipts and
journal of expenditures file. This file contains the
NAVSUP Forms 977 and 978.

Journal of Receipts, NAVSUP Form 977

The primary purpose of the Journal of
Receipts, NAVSUP Form 977, is to provide an
accumulated record of all receipts at cost price.
It is closed out and balanced on the last
day of the accounting period and is used as a
source document for preparing the financial
returns.

A new Journal of Receipts, NAVSUP Form
977, is started on the first day of the accounting
period. The first and most important entry made
on the NAVSUP Form 977 at this time in manual
records keeping is the total cost value of ship’s
store and clothing inventory brought forward
from the previous accounting period. This entry
is made as shown in figure 2-6 under the
applicable Other Sources column. Enter the total
clothing inventory under the heading Clothing in
the column marked Other Sources. Enter the total
ship’s store inventory, at cost, under the heading
Ship’s Store in the column marked Other Sources.
The ship’s store inventory includes all retail stores,
vending machines, snack bars, bulk storerooms
and cost of operations items.

The ROM system also keeps the NAVSUP
Form 977 on file. You won’t have to worry about
making entries on the NAVSUP Form 977
because the ROM automatically maintains the
form and makes the necessary entries including
posting the inventory brought forward from the
previous accounting period. A ROM-generated
NAVSUP Form 977 is shown in figure 2-7.
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Using the NAVSUP Form 977

In manual recordskeeping, the most important thing to remember when
using the NAVSUP Form 977 (fig. 2-6) is to make entries to the appropriate
column. When a transaction occurs, you should make the following entries:

Data Block and Caption Instructions for Entry

Date received

Receiving number

Order or requisition num-
ber

Received from

Invoice or inspection
report number

Ship’s Store

From Other
Officers

Purchases

Other Sources

Clothing

From Other
Officers

Purchases

Other Sources

Supply

Supply

Date forwarded for pay-
ment

Enter the date the material is received.

Enter the receiving number. NOTE: Each receipt
recorded on the NAVSUP Form 977 will be
assigned a receiving number from a continuous
series of numbers beginning each accounting
period with the number 1.

Enter the purchase order or requisition number.

Enter the vendor or naval activity from which
the material is received.

Using this column is optional.

Enter the total dollar value of receipts from other
supply officers, excluding receipts of standard
Navy clothing stock.

Enter the
purchase.

Enter the
inventory
inventory

total dollar value of receipts from

total cost value of the ship’s store
excluding standard Navy clothing
brought forward from the previous

accounting period.

Enter the total dollar value of receipts of standard
Navy clothing stock received from other supply
officers.

Enter the total value of purchases of standard
Navy clothing stock.

Enter the total cost value of the clothing
inventory brought forward from the previous
accounting period.

Using this column is optional.

NOTE: ROM automatically assigns a receiving number to each receipt
and posts the cost value of the receipt to the NAVSUP Form 977. ROM users
will compare the dollar amount posted to the Journal of Receipts, NAVSUP
Form 977, with the manually extended dollar amount on the receipt document.
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In manual recordskeeping, as you fill in one
page of the journal of receipts, you start another
page, bringing the total figures from the previous
page forward and entering them in the appropriate
columns of the new page. This is a simple process;
however, many errors are made when this is done
so you should be extra careful. Always use an adding
machine to add each column of the old page. Attach
the adding machine tape to the page you added as
shown in figure 2-8. Attach the adding machine
tape with one staple so it can be lifted to see all
information on the page. Continue this procedure
until the last day of the accounting period. This
procedure is also used for the Ship’s Store Afloat
Financial Control Record, NAVSUP Form 235,
and the Journal of Expenditures, NAVSUP Form
978, which will be covered in this chapter also.

Monthly Transmittal

Once a month the ship’s store officer will
forward one legible copy of every receipt
document including both credit memorandums
and receipts from requisition and receipts from
purchase (taken from files SSA-4 and SSA-5) to
the appropriate fleet accounting and disbursing
center (FAADC) under a letter of transmittal.
Additionally, ROM users forward a floppy
diskette containing receipt information for the
month. Once the receipt documents are trans-
mitted to a FAADC, you should make the follow-
ing manual entry on the NAVSUP Form 977:

“Receipt documents
through forwarded to
(FAADCPAC OR FAADCLANT, as
appropriate) on (date).”

If your ship’s store officer did not forward any
receipts because there were no receipts during the
month and a negative letter report was forwarded
to a FAADC, then you make the following entry
on the NAVSUP Form 977:

“Negative document report forwarded to
(FAADCPAC or  FAADCLANT,  as
appropriate) on (date).”

The ROM system will separate correctly
entered receipts into groups automatically in the
ROM receipts function. ROM users will produce
the transmittal of receipt documents, floppy
diskette, and the letter of transmittal in the resale
operations reports function. ROM users will
compare the receipts listed on the ROM-generated
transmittal of receipts to verify that the total cost
value in the ROM equals the actual cost value of
merchandise received. The ROM will auto-
matically enter the appropriate statement on the
NAVSUP Form 977 after the letter of transmittal
has been generated.

JOURNAL OF EXPENDITURES,
NAVSUP FORM 978

The primary purpose of the Journal of
Expenditures, NAVSUP Form 978, is to provide
an accumulated record of all expenditures at cost,
standard, or markdown prices. (See fig. 2-9.) The
Journal of Expenditures, NAVSUP Form 978, is
located in file SSA-3 along with the Journal of
Receipts, NAVSUP Form 977. It is closed out and
balanced on the last day of the accounting period
and used as a source document for preparation
of the financial returns.

Figure 2-9.—The Journal of Expenditures, NAVSUP Form 978.
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The Journal of Expenditures, NAVSUP Form 978, is started on the first
day of the new accounting period. Unlike the other stock control forms there
is no initial entry to make in manual records. All you need to do is place a
new NAVSUP Form 978 in file SSA-3 and indicate the new accounting period
on it.

The most important thing for you to remember when using the NAVSUP
Form 978 in manual recordskeeping is to make entries to the correct column
as soon as possible after an expenditure transaction occurs because the
NAVSUP Form 978 is not used much and it is easy to forget to enter a
transaction. When using the NAVSUP Form 978 in manual recordskeeping,
you should make the following entries:

Data Block and Caption

Date

Invoice number

Expended to

Ship’s Store

To Other Supply Offi-
cers

Other Expenditures

Instructions for Entry

Enter the date of the transaction.

For markdown below cost or markdowns to zero
enter the price change number you assigned from
the Number Control, NAVSUP Form 980.

For other expenditures enter the expenditure
number shown in the expenditure invoice log.
NOTE: The supply officer normally provides a
separate series of expenditure account numbers,
as discussed in NAVSUP P-485.

Enter where it was expended.

Enter the total cost value of ship’s store stock
expended to other supply officers excluding
standard Navy clothing items.

Enter the total cost value of all other expenditures
excluding expenditures to other supply officers
and any expenditures of standard Navy clothing
items.

Clothing

To Other Supply Offi- Enter the total cost value of standard Navy
cers clothing stock expended to other supply officers.

Other Expenditures Enter the total cost value of all other expenditures
involving standard Navy clothing stock with the
exception of clothing stock expended to other
supply officers.

ROM users will not have to make manual entries to the NAVSUP Form
978. The ROM system automatically maintains the form. The ROM will post
all expenditures entered in the ROM data base to the correct column of the
NAVSUP Form 978. The NAVSUP Forms 977 and 978 may be printed as
often as desired using the resale operations reports function. Only current
accounting period transactions will be printed.
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FILES SSA-4 AND SSA-5

We will discuss the SSA-4 and SSA-5 files
together because the documents contained in these
files are forwarded monthly to the appropriate
FAADC. The Receipts from Purchase File,
SSA-4, contains one copy of each DD Form 1155
receipt document, showing the date of receipt of
material and the cost and retail extensions,
when applicable; and one copy of each credit
memorandum document, DD Form 1149 and
dealers’ credit invoice. The Receipts from Other
Supply Officers File, SSA-5, contains one copy
of each DD Form 1348-1 and DD Form 1149
receipt documents from other supply officers
showing the date of receipt of material and cost
and retail extensions, when applicable.

Transmitting Receipts

As mentioned earlier, at the end of each
month, one copy of every receipt document from
files SSA-4 and SSA-5 will be forwarded under
a letter of transmittal to the appropriate FAADC.
ROM users also forward a floppy diskette
containing receipt information for the month. For
ships with service designator R, the transmittal
will be sent to the Fleet Accounting and Dis-
bursing Center Pacific, while ships with service
designator V are required to send their trans-
mittals to the Fleet Accounting and Disbursing
Center Atlantic. The transmittal must be
forwarded no later than 7 calendar days after the
end of the month including the last month of each
accounting period. The transmittal prepared at
the end of the accounting period must be
forwarded separately from the ship’s store
returns.

Separation

The receipt and credit memorandum docu-
ments forwarded monthly will be separated into
three groups:

1.

2.

3.

Receipts from purchase (including original
credit memorandum documents)

Receipts from other supply officers of
ship’s store stock

Receipts from other supply officers of
standard Navy clothing stock

Each one of the previous groups will be further
separated into the following subgroups:

 Merchandise received in the current
accounting period including merchandise received
and reported as a receipt in the current accounting
period and adjustments made to receipts that
occur in the current accounting period and the
original of the DD Form 1149 and dealers’ credit
invoice

 Merchandise received in a previous
accounting period including merchandise received
in a previous accounting period but not reported
until the current accounting period

 Adjustments to receipts that occurred in
a previous accounting period; unreported receipts
from a previous accounting period as a result
of a FAADC reconciliation letter; unreported
receipts from previous accounting periods dis-
covered by the ship

Each set will have an adding machine tape listing
cost price attached.

In ROM records, the ROM system will
automatically separate correctly entered receipts
into groups in the ROM receipts function. ROM
users must compare the receipts listed on the
ROM-generated transmittal of receipts to verify
that the total cost value posted on the ROM equals
the actual cost value of merchandise received.

Processing the Transmittal

At the end of the month a letter report must
be forwarded to the appropriate FAADC. If there
are no receipts during the month, the ship still
must forward a negative letter report to the
appropriate FAADC. Both sample letters for the
transmittal are shown in figure 2-10. ROM users
will produce the transmittal of receipt documents,
floppy diskette, and the letter of transmittal in
the resale operations reports function.

The letter with receipt documents must be
forwarded by the 7th calendar day after the end
of the month. The receipts should be securely
packaged in a strong envelope or box. In the upper
left-hand corner of the package, include the
following statement:

UIC NAME AND FPO ADDRESS OF
THE SHIP “Receipt document numbers

through for
the month of .”
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Figure 2-10.—Monthly transmittal letters to FAADC.

2-16



If more than one package is used, write the
number of the package and the number of the
total packages on the outside of each package.

Once the receipt documents are mailed, you
will include the appropriate entry on the journal
of receipts as discussed earlier. A copy of the letter
report is filed in the Military Correspondence File,
SSA-17, and the Accountability File, SSA-21.

FILE SSA-6

This file is called the expenditure to use file.
It will contain the original and one copy of each
DD Form 1149 for issue to ship’s use and
expenditures to other appropriations such as the
general mess and general stores.

FILE SSA-7

This file is called the Navy stock fund file. It
will contain the original DD Form 200 of each
survey charged to the Navy Stock Fund. The
ROM system maintains a survey log on file
that lists all surveys made during the current
accounting period including those surveys
maintained in file SSA-7. The log can be printed
via the print survey log, a subfunction of the
survey function.

FILE SSA-8

This file is called the cash sales file. It contains
two copies of each monthly Cash Sales Invoice
Deposit of Cash with the Disbursing Officer,
DD Form 1149, and one copy of each DD Form
1149 substantiating bulk sales.

FILE SSA-9

This file is called the transfer to other supply
officers file. It will contain two copies of each DD
Form 1149 or DD Form 1348-1 transfer
document.

FILE SSA-10

This file is called the returns file. It will contain
documents needed to prepare original returns but
not included in other files.

FILE SSA-11

This file is called the purchase order file. It
consists of three subfiles, SSA-11A, SSA-11 B, and
SSA-11C. In each of these subfiles 10 purchase

orders are placed in numerical sequence in
separate folders (for example, purchase orders
9700 through 9709 will be placed in one folder,
purchase orders 9710 through 9719 in another
folder, and so on). We will discuss the contents
of each of these subfiles in the following
paragraphs.

Subfile SSA-11A

This subfile is called the outstanding purchase
order file. It contains each outstanding DD Form
1155 and related correspondence.

Subfile SSA-11B

This subfile is called the purchase orders for
material received awaiting dealers’ bills file. It
contains the DD Form 1155 for material that has
been received, but is awaiting dealers’ bills.

Subfile SSA-11C

This subfile is called the completed purchase
order file. It contains copies of each DD Form
1155 for which material has been received and
payment made, with all related bills, invoices,
and correspondence attached. File SSA-11C is
maintained for the complete fiscal year in this file
and then will be maintained in a separate file.

When using file SSA-11, all purchase orders
made using fast pay procedures or not will be
routed through all three sub files. A copy of the
dealer’s bill must be attached to every DD Form
1155 in SSA-11C.

The ROM Outstanding Purchase
Order Report

The ROM outstanding purchase order report
displays all outstanding purchase orders, either
partial or full. This data file will show the
purchase quantity and the quantity received for
each line item. The quantity shown as received
will only show in this report when the purchase
order has only been partially received.

This report can be either printed or viewed.
When this report is viewed, up to 10 purchase
orders are displayed per screen starting with the
first outstanding purchase order or a date can be
specified if you prefer viewing from a certain date.
The outstanding purchase order report may be
accessed via the requisition/purchase order
function.
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The ROM Purchase Order Listing Report

The purchase order listing report is also
accessed via the requisition/purchase order
function. The purchase order listing report will
display all purchase orders created during the
current accounting period. The listing will indicate
the status of each purchase order including the
purchase order serial, invoice received and
forwarding dates, amounts ordered and received,
and whether it is received or outstanding. This
report can be viewed or printed as desired. When
this report is viewed, up to 10 purchase orders are
displayed per screen starting with the first
available purchase order or specified date.

FILE SSA-12

This file is called the outstanding requisition
file. It will contain copies of each outstanding DD
Form 1348 or DD 1149 requisition document. In
this file you place 10 requisition documents in
numerical sequence in separate folders.

The ROM system maintains the outstanding
requisition file. This file displays all outstanding
requisitions, either full or partial, showing the
requisition quantity and the quantity received for
each line item. The quantity shown as received
will only show in this listing when the requisition
has only been partially received.

This file can either be printed or viewed. When
you view this file, up to 10 requisitions are
displayed per screen starting with the first
outstanding requisition or a specific date. The
outstanding requisition listing file may be accessed
via the requisition/purchase order function. This
file is maintained in the ROM and does not replace
the manual SSA-12 file.

FILE SSA-13

This file is called the completed requisition file.
It contains a copy of each completed DD Form
1348 or DD Form 1149 requisition. In this file you
will place 10 requisition documents in numerical
sequence in separate folders. This file is
maintained for the complete fiscal year.

The ROM system maintains the requisition
listing file that is accessed through the requisition/
purchase order function. The requisition listing
file will display all requisitions created during the
current accounting period. This listing will
indicate the status of each requisition including
requisition serial number, invoice receipt and
forwarding dates, amounts ordered or received,

and whether it is received or outstanding. The file
can be viewed or printed if desired. When viewing
this file, you can view up to 10 requisitions per
screen starting with the first available requisition
or specific date.

FILE SSA-14

This file is called the expenditure invoice file.
It contains the original or copy of each document
to which an expenditure serial number is assigned.
This file is maintained for the complete fiscal year.

FILE SSA-15

This file is called the fiscal gains or losses file.
It contains the original of each NAVSUP Form
983 for price adjustments or purchase variances.

FILE SSA-16

This file is called the vending machine control
file. It contains the Vending Machine Control,
NAVSUP Form 236. A separate Vending
Machine Control, NAVSUP Form 236, is pre-
pared monthly for each can- or cup-type vending
machine operated aboard and is signed by the
ship’s store officer.

FILES SSA-17 AND SSA-18

File SSA-17 is called the military corre-
spondence file and SSA-18 is called the
commercial correspondence file. Official corre-
spondence is defined as all recorded communica-
tions sent to or received from any person in the
Naval Establishment. Since incoming official
correspondence is normally routed directly to the
receiver, you may not see this correspondence
until it is ready to be filed. A copy of all incoming
and outgoing correspondence should be filed in
SSA-17 for military correspondence (official
correspondence from other military activities) and
SSA-18 for commercial correspondence (official
correspondence from civilian contractors or
vendors, and so forth). All incoming letters should
have a note attached stating what action was
taken. All correspondence remains in the files for
future reference or action.

FILE SSA-19

This file is called the credit memorandum and
cash refund file. It will contain a copy of each
DD Form 1149 and related credit memorandum
and correspondence.
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FILE SSA-20

This file is called the incoming material file.
It will contain one copy of each outstanding
purchase order and requisition to be used in the
receipt of material by the bulk storeroom
custodian.

FILE SSA-21

This file is called the accountability file. It is
kept under lock and key by the ship’s store officer.
It contains documents that furnish evidence of the
responsibility of custodians. These documents are
used to audit and verify the ship’s store records.
At the end of the accounting period, it is used to
assemble the retained returns. SSA-21 includes,
but is not limited to, the following materials:

For each receipt, a copy of each DD Form
1149, 1155, or 1348-1 signed by the
responsible custodian

For each breakout, the original NAVSUP
Form 973; for ROM users, the original
NAVSUP Form 973 used to request items,
with signatures, and a copy of the final
NAVSUP Form 973

For each transfer, the original DD Form
1149

For each retail markdown, the original
NAVSUP Form 983

For each markdown below cost and
markdown to zero, a copy of the NAV-
SUP Form 983 for each standard price
adjustment and purchase variance, and a
copy of the NAVSUP Form 983

For each survey, a copy of the DD Form
200

For each bulk sale, the original DD Form
1149

The original Memorandum Cash Sales
Invoice Deposit of Cash with the Dis-
bursing Officer, DD Form 1149

The original of the opening inventory

The original of the latest tax-free cigarette
inventory with signatures

FILE

The original or copy of all other docu-
ments as required

ROM backup tapes

ROM system audit correcting report

The envelope containing the ROM security
access rights list

Appendix F of the ROM Terminal User’s
Guide (TUG)

SSA-22

This file is called charges against ship’s store
profits file. It will contain the following docu-
ments:

 Copy of each DD Form 1149 substantiating
cost of operations.

 Original of surveys charging Ship’s Store
Profits, Navy.

 Original of NAVSUP Form 983 for
markdowns below cost and markdowns to zero.

 Copy of DD Form 1155 for purchases
using Ship’s Store Profits, Navy, for which a
dealer’s bill has not been received. A copy of the
dealer’s bill will be attached to this copy when
received and will remain in this file until submitted
with the ship’s store returns.

 Copy of NAVCOMPT Form 2277 for
laundry claims.

FILE SSA-23

This file is called the receipt inspector’s file.
It contains one copy of each outstanding purchase
order and requisition to be used in the receipt of
material by the receipt inspector.

FILE SSA-24

This file is called
contains one copy of
order.

the special order
each outstanding

file. It
special
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SHIP’S STORE LOGS

There are several ship’s store logs kept on file
in the ship’s store office. In manual records-
keeping, these logs are normally maintained in one
standard-size green logbook. ROM users do not
have to maintain the purchase order, requisition,
or expenditure logs because the ROM system
automatically assigns serial numbers to purchase
orders, requisitions, and expenditures.

PURCHASE ORDER LOG

The purchase order log is used to record
purchases of ship’s store stock (fig. 2-11). In the
second column under P.O. No. there are two sets
of numbers. These two numbers are your
purchase order numbers. The first digits are the
Julian date. The first digit of the Julian date is
the year and the last three digits are the day of

that year. Example: January 9, 1989 would be
Julian date 9009. The last four digits under the
second column in the purchase order log are your
serial number. For purchase orders serial numbers
9700 through 9899 will be used.

REQUISITION LOG

The requisition log provides a record of all
requisitions and is also shown in figure 2-11. This
log is very similar to the purchase order log except
serial numbers are assigned in the 9900 through
9999 series.

EXPENDITURE LOG

The expenditure invoice log provides a record
of all expenditures assigned an expenditure serial
number (fig. 2-12). You will get the expenditure
serial numbers from the storekeeper and post
them in your log.

Figure 2-11.—Requisition and purchase order logs.
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Figure 2-12.—Expenditure invoice log.

CREDIT MEMORANDUM LOG STOCK RECORD FILES

The credit memorandum log provides a record The Stock Record, NAVSUP Form 464, is
of all credit memos. This log is maintained using designed to provide the user with individual item
the following columns: inventory. In manual recordskeeping, the Stock

Expenditure number of the DD Form 1149

Name of vendor

Date of credit memorandum

Credit memorandum number

Total money value of returned merchandise

Purchase order number that credit memo-
randum was applied against in ordering
new merchandise

Record, NAVSUP Form 464, is maintained in the
stock record card file in alphabetical order by
category of merchandise. The NAVSUP P-487
lists the categories of merchandise. You should
use it as a guideline for setting up your stock
record card file in manual recordskeeping. In
manual records, a separate NAVSUP Form 464
is maintained for every line item stocked on board
with the exception of special order items.

When operating the ROM system, the Stock
Record, NAVSUP Form 464, is the key element
in documenting ship’s store transactions. ROM
users must create a new stock record before
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ordering any new merchandise. Stock records are
referred to in the ROM as stock record masters.
Stock record masters can be added, modified,
deleted, printed, and viewed via the stock record
maintenance function, selection one from the
ROM master menu. All stock record masters are
kept by the ROM in the stock record master file.
Each record provides detailed information about
a stock item, including the information kept on
the manual Stock Record, NAVSUP Form 464.
Each stock record master is identified by a stock
number, and only one stock record master can
be kept on file for each stock number.

PREPARING THE STOCK RECORD

In manual recordskeeping, when a new line
item is received, you should prepare a new stock
record. When using the ROM system, you have
to create a new Stock Record, NAVSUP Form
464, before ordering a new line item. Therefore,
you won’t have to worry about creating a new
stock record master when the new line item is
received.

Each line item is assigned a different stock
number and consists of each different size, brand,
color, model number, and price line. The follow-
ing are some examples of two separate line items:

Size—ball caps small and ball caps medium

Brand—Winston 100s and Salem 100s

Color—billfolds green and billfolds blue

Model number—Panasonic clock radio model
RC-6050 and Panasonic clock radio model
RC-55

Price line—prerecorded tapes $6.98 and pre-
recorded tapes $4.98

In manual recordskeeping, never combine two
different line items on one stock record even if
the cost and retail price are the same. In ROM
procedures, when a new stock item is added to
the stock record master file, the stock number
must not already exist in the ROM system data
base.

Figure 2-13.—Preparing the Stock Record, NAVSUP Form 464.
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The basic entries made on the stock record are shown in figure 2-13.
NOTE: ROM users will make entries to the NAVSUP Form 464 according
to the procedures identified in the ROM TUG. In manual recordskeeping,
when preparing a new stock record, you must make the following entries:

Data Block and Caption Instructions for Entry

Account Enter the Navy Stock Fund functional account
number 51000. For cost department this column
is not used.

Unit of issue

Department

Low limit

Cost price

Selling price

Article

Stock number

Ordered

Card number

Self-explanatory.

Enter retail for retail store stock, all stock sold
through the vending machines, and retail items
sold in the snack bar.

Enter cost for cost of operation items and items
used to manufacture snack bar products.

Enter clothing for standard Navy clothing items.

Enter the low and high limits established using
the NAVSUP P-487, par. 3331.

For retail and cost departments enter the last
receipt price rounded to the nearest cent.

For clothing department enter the standard price
as shown in the Navy Clothing Price List for Men
and Women (NAVRESSO Pub 90).

For retail department enter the price established
by the ship’s store officer (reference your
NAVSUP P-487, par. 2100).

For clothing department enter the standard price.

Enter a short description of the item including
noun name, brand, size, color, and model
number.

Enter either the national stock number or the
stock number from the Ship’s Store Contract
Bulletin or the Ship’s Store Afloat Catalog.

Leave blank.

Consecutively number cards maintained on each
item.
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Figure 2-14.—The outstanding requisition purchace

Once you enter the previous information, prepare

order control form.

number, quantity ordered, and source of supply.
an outstanding requisition purchase order control You must attach this form to each and every stock
record form as shown in figure 2-14. This form record and use it to record all outstanding
is used in
prepared
calendar

manual recordskeeping and is locally requisitions and purchase orders. On receipt of
and must include columns for the material or cancellation of the order, line out the
date, requisition/purchase order entry made on this form. The main purpose of

Figure 2-15.—Using the Stock Record, NAVSUP Form 464, in separate responsibility.
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this control record is to provide ready information
to the ship’s store officer when reviewing stock
records for additional orders.

ROM users are not required to maintain
a manual outstanding requisition/purchase
order control form. The ROM system in-
ventory management report will generate all
the required information according to the
parameters selected by the user. The inventory
management report shows sales history, on-hand
and on-order quantities, high and low limits,
and month’s supply available for each stock
item. The inventory management report can
be printed if desired via the resale opera-
tions reports function. ROM users are

required to review this report before placing new
orders.

USING THE STOCK RECORD

The stock record provides the ship’s store
officer with a record of the balance of stock for
both the bulk storeroom and the total ship’s store
operation. The quantity shown in the Balance in
Bulkroom column of the NAVSUP Form 464 will
increase or decrease when the entry you make
affects the actual balance in the bulk storeroom.
The quantity shown in the Total Balance column
of the NAVSUP Form 464 will increase or
decrease only when the entry you make affects
the total accountability for each item.

As mentioned earlier, when using the ROM system, the quantities shown
on the NAVSUP Form 464 will be automatically adjusted as transactions are
entered in the ROM system data base. A NAVSUP Form 464 is shown in
figure 2-15 and shows a beginning inventory on 1 October of 144 in the bulk
storeroom. This quantity in the bulk storeroom is added to the inventory of
the retail store (144 + 76 = 220) to arrive at the total balance. Each time
a transaction occurs in the ship’s store operation, you must enter it on the
NAVSUP Form 464 as follows:

Data Block and Caption

Date

Voucher number

Rec. from/expended to

Received

Expended

Balance in bulkroom or
warehouse

Total balance

Instructions for Entry

Enter the date of the transaction.

Enter the requisition or purchase order number,
expenditure, breakout or breakback number.

For receipts enter vendor, naval activity, or sales
outlet from which the item is received.

For expenditures enter the sales outlet, service
activity, or naval activity to which the item is
expended.

For surveys enter survey.

Enter the quantity received from the requisition,
purchase order, transfer, or breakout.

Enter the quantity expended on a breakout,
transfer, or survey.

Enter the quantity on hand in the bulk storeroom.

This column represents the total accountability
for the item. It is a running accumulated total
during the accounting period consisting of total
inventory for the item plus receipts minus
transfers, surveys, and markdowns to zero.

For retail and clothing departments, enter the
total quantity of all receipts minus transfers,
surveys, and markdowns to zero.

For cost department this column is not used.
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Make all your entries on the stock record as soon
as possible after a transaction occurs. Never allow
transactions to pile up; this will cause confusion,
lost documents, and eventually mistakes on the
stock record.

USING THE STOCK RECORD IN
COMBINED RESPONSIBILITY

In combined responsibility, when the sales
outlet and the bulk storeroom are operated by the
same person, only those transactions that affect
the overall sales outlets accountability will be
entered on the NAVSUP Form 464 (fig. 2-16).
This includes inventories, receipts, transfers,
surveys, sales, and issues. The Balance in
Bulkroom column on the NAVSUP Form 464 is
not used, and breakouts and breakbacks are not
entered.

ROM users will make entries to the NAVSUP
Form 464 according to procedures contained in
the ROM TUG. ROM users will indicate the use
of combined responsibility operation in the ship’s

store constants function when the operation is
combined.

THE RESALE OPERATIONS
CONSTANTS FILE

The resale operations constants file contains
information that remains relatively constant and
is needed frequently by the ROM when preparing
reports and other documents. The information in
this file must be changed from time to time. Some
of the information will vary from one ship to the
next, such as the ship’s name, hull number, and
the supply officer’s name.

The resale operations constants function also
allows the ROM user access to the retail
department codes file and the ship’s store
constants file which contains numbers and names
of each retail store and operations such as
the barbershop, laundry, and so forth. While
accessing the records in this function, those items
that remain constant or change frequently through

Figure 2-16.—Using the Stock Record, NAVSUP Form 464, in combined responsibility.
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the accounting period can be established. Some
items contained in this file will almost always have
to be changed if one of the following events
occurs:

 The end of the fiscal year

 The end of the accounting period

 Deploying overseas or returning to
CONUS

 Change in personnel such as the ship’s
store officer, supply officer, and so forth

To access the resale operations constants file
(fig. 2-17), you should make selection 12 from the
ROM master menu. Once you access the resale
operations constants menu, you have six options
from which you may choose as described below:

 Maintain ship’s store constants—provides
the means to update general information about
the ship, its personnel, and various retail
operations and codes

 Maintain ship’s store constants (store
number/name)—provides the means to establish
and maintain the ROM system table of retail store
numbers or names

 Maintain retail department codes—
provides the means to establish and maintain the
ROM system retail department codes file

 Maintain retail markup table—provides
the means for modifying the retail markup
table

 Maintain end of period closeouts—
provides the means to perform end of the period
closeouts

 Exit to ROM master menu—returns you
to the ROM master menu screen

Whichever option you choose can be accessed by
depressing the appropriate selection number and
the return/enter key. In this section we discuss
the different options you may choose with the
exception of the retail markup table and the end
of period closeouts.

RESALE OPERATIONS CONSTANTS
ACCOUNTING PERIOD SCREEN

The resale operations constants accounting
period screen (fig. 2-18) can be accessed from the
ROM constants menu if selection 1 is made.
Information used by the ROM is maintained via
this subfunction. Instead of requesting data each
time it is required for processing, information is
entered once and then changed as required. The
options offered by this subfunction and what the
ROM user will enter for each option are as
follows:

 Accounting period beginning date—This
is the date the current accounting period begins.
The ROM user inputs a valid calendar date in the
format DDMMMYY where DD is the day of the
month between 01 and 31, MMM is the first three
letters of the month, and YY is the last two digits
of the year.

 Accounting period ending date—This is
the date the current accounting period ends. You
should input the calendar date in the same manner
as described above.

Figure 2-17.—Resale operations constants menu.
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 Number of personnel authorized—This is
the number of personnel authorized for manning
aboard ship. This number is used for calculating
and printing the inventory control record. ROM
users will enter a positive number from 1 to 9999.
Commas and decimal points are not allowed.

 Ship’s UIC—Enter the ship’s UIC. It
should be proceeded by the service designator,
normally R or V.

 Ship’s name and hull number—Enter the
ship’s name and hull number.

 Mailing address—Enter the ship’s mailing
address.

 Ship’s store officer—Enter the ship’s store
officer’s name and rank.

 Supply officer—Enter the supply officer’s
name and rank.

 Disbursing officer—Enter the disbursing
officer’s name and rank.

 Fleet accounting and disbursing center—
Enter the address of the designated paying office
on all purchase orders for which fast pay
procedures apply. This address will be included
on four lines with a maximum of 30 alphanumeric
characters.

 Contract bulletin number—Enter the
contract bulletin number.

 Responsibility—Enter the type of
responsibility your ship’s store operation is
operating under by entering C for combined
responsibility and S for separate responsibility.

 Tape backup system—Enter H for
Honeywell, I for Interyne, Z for Zenith, or O
for Other.

 CARGO constant—Enter the CARGO
constant. Do not exceed 14 alphanumeric
characters.

After you complete all the above entries, you
depress function key F1 and, if the accounting
period dates are changed, the resale operations
constants screen shown in figure 2-19 will be
displayed, and you will verify that the beginning
and ending dates for the accounting period are

Figure 2-18.—Resale operations constants accounting period screen.

2-28



Figure 2-19.—Resale operations constants accounting period information screen.

correct. If they are not correct, you will depress
function key F9 and return to the resale operations
constants screen to enter the appropriate dates.
If the dates are correct, you will depress function
key F2, and all the information you have entered
will be posted to the ROM files. You will then
continue processing with the accounting and
appropriation data screen.

RESALE OPERATIONS ACCOUNTING
AND APPROPRIATION DATA

This function is used to maintain the various
data elements of the accounting classification

spread that are printed on requisitions and
purchase orders. There are also several other
financial control data maintained via this
subfunction such as appropriation account for
markdowns below cost, range of expenditure
serial numbers for the accounting period, and the
standard markup percentage applied to all
merchandise for the accounting period.

The resale operations screen (fig. 2-20) for
accounting and appropriations can be accessed
from the resale operations constants accounting
period screen if the accounting period beginning

Figure 2-20.—Resale operations constants screen for accounting and appropriations.
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and ending dates were not changed and the be assigned serial number 9600. Subsequent
return/enter key is depressed. Follow the in- expenditures will be numbered consecutively until
structions on the screen. Enter the following the ending number 9699. After 9699 is used, the
accounting data as it appears in the accounting next expenditure will then be assigned to the
classification spread on the purchase orders: beginning number and the process repeated. The

Item number

Appropriation symbol and subheading

Object class

Bureau control number

Suballotment

Authorized accounting activity

Transaction type

Country code

ending expenditure number may be changed
during the accounting period. The last infor-
mation entered on the screen is the standard
markup percentage which will normally be 15
percent. After you have made all the changes
required, depress key F2 and all the information
you entered will be posted to the resale operations
constants file.

RESALE OPERATIONS STORE
NUMBERS AND NAME

A file is maintained in the ROM system data
base that contains the number code and name of
each retail store and resale operation. This file is
called the store name constants record file. There
are common store names and numbers that have

Enter the cigarette vending store number and the been preestablished in this file. These specific store
cigarette vending price if cigarettes are sold numbers will be used by the ROM system for
in a vending machine. Enter the appropriation various functions and should never be changed
account used for markdown below cost which is by the user. The numbers that should never be
17X8723.2301. Enter the beginning and ending changed are as follows:
expenditure number range. For instance, if you
enter the beginning expenditure number as 9600  95—Fountain operations
and the ending expenditure as 9699, the first
expenditure during the accounting period will  96—Cost of operations-material

Figure 2-21.—Ship’s store constants store information screen.
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 97—Cost of operations-vending DEPARTMENT CODES

 98—Soda vending machine operation

 99—Bulk storeroom

The ship’s store constants store information
screen (fig. 2-21) can be accessed from the resale
operations menu if selection 2 is made. This
function allows the user to add, modify, and
delete information in the store name constants file
and is a very useful function because store names
are printed on several reports and documents and
it saves you the trouble of reentering the same
information over and over again.

To use this function to add to the list of stores
is quite simple. Enter the store number and name
and depress function key F1. To change the store
name, type the new name over the old name and
depress function key F1. To delete a store, blank
out the name and depress function key F1. To
change a store number, first delete the old number
and then add the new number. After making all
changes, you can display a valid list of stores and
activities by specifying the store number after the

Department codes are used to break stock
items down into particular groups for easier
identification. Department codes used by ship’s
stores afloat are listed in the NAVSUP P-487 and
the most common ones used are listed in appendix
B of the ROM TUG.

The department codes screen (fig. 2-22) is
accessed from the resale operations constants
menu if selection 3 is made. Department codes
can be added, modified, or deleted via this
subfunction. Departments are added by advancing
the display (using the enter key) to the end of the
existing department codes list and keying in the
additional department code and name in the next
available space. Each screen will display up to 10
lines of information. The new department code
entered will be sorted into the proper location
relative to all existing department codes. To
modify a department name, simply key in the new
name over the old name. To delete a department,
space out the entire department name. The
department code cannot be changed via this
subfunction. To change a department code, delete
the old department record and add it back with

find store number field and depress the F8 key. the new department code.

Figure 2-22.—Department codes screen.
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DATA FILE QUERY

The data file query is a function of ROM and
can be accessed if selection 17 is made from the
ROM master menu. This function provides the
option to print or view 23 of the ROM data files.
Each file contains two to four screens. Since there
are so many files included in the data file query
function, we will list each one by the selection
number and name and give a brief description of
the information contained in each file:

 Selection 1, transaction file—Lists all
transactions written to the transaction file during
the accounting period in stock number sequence.

 Selection 2, alternate transaction file—
Lists all transactions written to the alternate
transaction file during the accounting period. The
number of records in this file should be the same
as the number on the transaction data file. It is
printed in data sequence.

 Selection 3, amusement machine file—
Lists all records written to the amusement
machine file during the accounting period. The
information in this file will include, but is not
limited to, the percent the amusement machine
contractor retains from the total monies collected.
The price per play is shown with the lease amount.
The file shows the name of the amusement
machine games, the new and old meter readings,
the total plays, and the total cash. This file is
printed in machine number sequence.

 Selection 4, alternate amusement machine
file one—Lists all records written to the first
alternate amusement machine file. It is printed in
data sequence.

 Selection 5, alternate amusement machine
file two—Lists, in contractor sequence, the
records written to the second alternate amusement
machine file.

 Selection 6, price change file—Lists all
price change transactions occurring in the current
accounting period. It is printed in stock number
sequence.

 Selection 7, alternate price change file—
Lists all records written to the alternate key price
change file during the accounting period. It is
printed in data sequence.

 Selection 8, cash receipt file—Provides a
listing of cash receipts posted during the current
accounting period. It is printed in machine
number sequence. The information in this file
contains the store number, date, and cash receipt
amount.

 Selection 9, DD Form 1155 information
file—Lists all header information posted to the
DD Form 1155 during the current accounting
period. It is printed in document number sequence
(date, serial number).

 Selection 10, stock record master file—
Lists the information contained in the stock record
master file for each stock number. It is printed
in stock number sequence.

 Selection 11, alternate stock record master
file—Lists all CARGO numbers and matching
stock numbers. It is printed in CARGO number
sequence.

 Selection 12, NAVSUP Form 236 file—
Lists the control data for each vending machine
on each closeout date. It is printed in machine
number sequence by date.

 Selection 13, alternate NAVSUP Form 236
file—Lists the closeout dates and machine
numbers for the current accounting period. It is
printed in data sequence.

 Selection 14, vending machine file—Lists
all cash receipts posted to the vending machine
during the current accounting period. The
information in this file includes machine number,
date, and the amount of cash collected. It is
printed by vending machine number and by date
within the machine number.

 Selection 15, store name constants file—
Lists the information on file for each ship’s store.
It is printed in store number sequence.

 Selection 16, requisition file—Lists all
outstanding requisitions and purchase orders from
the previous accounting or those received during
the current accounting period. It is printed in data
sequence.

 Selection 17, alternate requisition file—
Lists all stock numbers for which requisitions or
purchase orders were made during the accounting
period and the requisition or purchase order
number. It is printed in stock number sequence.
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 Selection 18, cash contributions file—Lists
all cash contributions posted in the current
accounting period. It is printed in data sequence.

 Selection 19, department file—Lists all
department codes and names on file. It is printed
in department code sequence.

 Selection 20, monthly cash file—Lists all
records printed to the monthly cash file during
the accounting period.

 Selection 21, inventory control file—Lists
all records printed to the inventory control file
during the current accounting period.

 Selection 22, contractor file—Lists all
information on file for each contractor. It is
printed in contract number sequence.

 Selection 23, document number file—Lists
the control document numbers used during the
accounting period.

The above files are printed or viewed by entering
the appropriate selection number and following
the instructions on the screen.

FILING AND POSTING

The accuracy of filing and posting documents
is essential in the proper operation of any office.
For ROM users, when the computer is unable to
process a transaction as it is being entered, an
error message will be displayed on the screen
offering the user the opportunity to correct the
error by entering the correct information. In
manual records you are not afforded this
opportunity to correct the error which may lead
to several additional problems in the future.
Take your time when using the ROM system or
posting records manually and always file your
documents according to current procedures. Use
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the following guidelines when filing and posting
documents:

Reference your NAVSUP P-487.

Reference the ROM system TUG when
using ROM procedures.

Post all entries on the ship’s store logs and
forms in ink or use a typewriter.

Randomly recheck all filing and posting.

Initial all cross outs to postings.

Process transactions as soon as possible
after they occur.

In manual records erasures are not authorized.
Errors will be ruled out, corrections will be made,
and initials are placed after each correction by the
responsible person and the ship’s store officer.
Information entered into the ROM will be entered
by personnel designated by the ship’s store officer.
All corrections to the ROM are entered by the
ship’s store officer or an individual authorized to
perform corrections by the ship’s store officer.
Corrections are entered using the resale operations
correction function and must be reviewed by the
ship’s store officer. The ROM system correction
audit trail report provides a listing of all
corrections made during the accounting period.
It is initialed by the ship’s store officer and filed
in the Accountability File, SSA-21.

DISPOSITION OF RECORDS, LOGS,
AND RETURNS

Ship’s store records, logs, and returns from
the previous fiscal year should be removed from
the file cabinets and placed in well-marked
containers citing the fiscal year involved and
stored in a suitable location on board for easy
access when the need arises. Ship’s store returns
and supporting documents will be retained on
board for a period of 2 years. After 2 years, they
will be disposed of locally.




